Approved For Release 1999/09/07 : CIA-RDP74-00005R000200140001-7

CENTRAL INTELLIGENCE AGENCY
WASHINGTON, D.C. 20505

SEST  CoPY —
NO TexT WITH

DAC Yy MERNT,

Approved For Release 1999/09/07 : CIA-RDP74-00005R000200140001-7



2%

i

M 7T AR T 0
Approved For Release 1999/09/07 :
YSE LETPTLRHEAD B3%4TI0EERY

5 spasead
i Sareh 1967

10 spaces

REGISTER¥D MAIL

Mr. H. 2. Smith :

Chief, Reglcnal Budget and
Aecounting Office

Blank Typewriter Comgeny

Proy, Bew York 123180

vention: Mr. . R. Brown
Dear r. Smith:

The letter form of correspondence is8 used by (IA officlals to
communicate with Governasnt agencies or their offieisls and private
individuals and orgenizations whenever use of the wmorandum form is
inspmopriste.

If a date is used at the time of typing, typs the date five lines
below the last line of the letterhead ard place it flush with the right
morgin. The finished lstter should have & well-balanced appearance.
The length of the message will comtrol the margin settings.

Type in all caps any instructions for speeial handling, such as:
SPECIAL DELIVERY, AIR ¥AlL, and REGISTERED MAIL. Place these instruc-
tions two lipes above the sddress, flush with the left margin as shown
in the address of thic letter.

Begin the body of the letter two lines below the salutation line.
Short letters of only ocune paragraph or one seatence may be double
spaced. Type longer letters in single space and double space detween
the peragraphs. Indent the paragraphs five spaces ut do not number
then

2

Type the complimentary elose two lines below the last line of the
body of the letter, beginning at 50 on the2 line indicator.

Type the name of the signing officizl five lines below, ani centered
with respact to, the compl‘ientary cloge. Center the official’s title
ivvadiataly below his rume. Plagce the title cn two lines if it 1s neces-
sary to do so. Thes offieiz)'s name and title are typed in Zaitial caps

only.

At lessgt one ineh
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b SUpETeS

¥r. N. B. Smith, Blank Typewriter Co., Troy, Few Yoark 12180

4 speces

Phcethehewiinsfartlaeeon&imtimpagesixnnesﬁmm
top of the paper amd then space dowmn four lines to begin the body of
the correspondence. Plain boxd is used for all contimuetion peges.
The pages aretcbemwaedinarabicmwmatmm*mu
shown in this copy, pmstiusthemmerMm-hau’animhfrmm

edge of the peper.

T¢ there is an enelosure with the letter, the enclosure is shova
on the original as well a2z on the carbon copies. A single enclosure
is not identified by s mumber.

When it is desired to indicate to the eddressee thai persons or
egencies gutside CIA are to recaive carbon copies, list the reciplents
of these copies under "cc® on the originsl.

mm&mmnmmmmmemonm
carbons retained in the Agency.

fhme defense clsssificaticns aud comtrol merkings (if any) are

Very truly »

Czcar K. la® iter
Chief, iogistics Sexvices Division

Enclosure;
Sample Correspondence
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